
Welcome to [Company Name]! 

Dear [Employee's Name], 

We are thrilled to welcome you to the [Company Name] family! As you join us as [Job Title], 

we want to take this opportunity to introduce you to our team and outline what you can expect in 

your first few days. 

Your Team 

You will be working alongside amazing individuals who are passionate about what they do. 

Your immediate team members are: 

• [Team Member 1 - Title] 

• [Team Member 2 - Title] 

• [Team Member 3 - Title] 

Your First Day 

On [Start Date], please arrive by [Start Time]. You will be greeted by [Supervisor's Name], who 

will introduce you to the rest of the team and help you get settled in. 

What to Bring 

To ensure a smooth onboarding process, please bring the following: 

• Identification (e.g., driver's license, passport) 

• Bank details for payroll setup 

• Any necessary paperwork from your previous employment 

Important Contacts 

If you have any questions or need assistance, please feel free to reach out to: 

• [HR Contact Name - Title - Email - Phone] 

• [Manager's Name - Title - Email - Phone] 

We are excited to have you on board and look forward to achieving great things together. 

Welcome once again, and see you soon! 

Best regards, 

[Your Name] 



[Your Title] 

[Company Name] 


